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SECTION 1- GENERAL

This document is an effort to document the overall electronidpameentsprocess as it

exists todawithin Preconstructigrand as it will evolve in the future. Since the process will

be changings the Department moves more and more toward electronidquaments

this document is a living documenhisdocumentovers the plans procggroject

documents, and associated scanning and indexing processes. Concelmicg plans,

are subntied for Letting and the process they will follow afterwards. Once construction of
projects has been completed, there will be three (3) sets of plans at various milestones that
result: (1P Bi d (28 &i @ al et @eAhd aBeri€hésptans will be stored

within the stucture of the plans repositoréssdocumented below. A @D archival

will also exist within GDOT and at State Archives as appropriate and as documented below.

PLANS REPOSITORIES FOLDER/D IRECTORY/F ILENAME STRUCTURE

Currently, all electronic plans files are stored, maintained, and accesseohi augio

locatiors on the server. The name of thve server locatidaredo Desi gn St or eo

(\\ gdot.ad.lochgydot PreconstructiorRoadDesidrDesignStore) and O Ar chi ve St o
(\\ gdot.ad.locagjdot PreconstructiorRoadDesigrmArchiveStore). Both locations

conein the electronic images of plans, but on
met adata associated with them. I n other wor
only be searched to a limited capacity. Therefore, as metadata is gatie @wjects on

oDesignStoredé, they are also being migrated
OArchiveStoreo. At some point in the near f
projects migrated, o0Desi gnSansheiaglocatedbnl cease

0 Ar ¢ hi vE&dgerver lecatisrhaveahe following folder/directory structuas

designated on Figured And 12.
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Figure 1-10 OArchiveStored Folder Structure Diagram
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Figure 2200 Desi gnSt ored6 Fol der Structure

All electronic plan filenamgisall begin with thiel Number followed an underscore and
numbered consecutively in increments of 0001. For examplB] itiaberis 123456,

the cover sheet will be naain123456_000L1.tif, with the next sheets being 123456_0002.tif,
123456_0003.tif, etc.

NOTE: For projectshat already contained Construction Revisions made prior to th
scanning of the plans, all Void sheets and Use on Construction sheets wilPbenin the
Shedoblder, not separated into tRevisidolder.
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SECTION 2-LETTING PLANS PROCESS

(This process applies to all projects in the
Advertised projects.)

Figure 2-10 Letting Plans Process Diagren

1. Track Projects in Letting: Beginning with the receipt of the Long Let List by email
each month from Contracts Administration, the Design Group Manager responsible for
Plans Reproduction for the Lettiigsa designated representatiikprint am then
track projects on the Let List through the month. Whenever revisions are received by
email from Contracts Administration, the revisions will be marked on teehaad
the Let List by Revision Number and Date.

2. Plans Submission Reminder:On the next worlday following the Preconstruction
Let Status Meeting, the Design Group Manager responsible for Plans Reproduction for
the Lettings (or a designated representativegmdllan email to the relevant Project
Managers reminding them that thesjgr(s)is scheduled far h e n e x tettimgont hd s
and plans are due in our office by 10:00AM t he o0 Or i gi nal Pl ans to
Sectiond6 date on the Letting Schedul e

3. Plans Submission:All Project Managevsll submit hargcopypapermlans taRoad
Designd Design Servicetaffoy 10: O0OAM on the o0Original Pl
Sectiond dat e o.rPledastérmote that whiereveiga h@idah acairns bne
theo Or i gi nal Pl ans t o,tRempal edindershalbbe se®eut t i on o6
in an effort to remind all relevant project managers that plans are due one day earlier
than usual, which will be on a Thursddlplan setshatare submitted musbntain
clear, clean, and completely legible sheets so that clean and quality bepresdean
from them. All offices are to submit their plans through Road Design, including
General Office, Traffic, Safety, and Design, and Districts. No office is to submit their
plans directly to the contract vendor or print their plamsuse. This i® insure that
all plans required for the Letting are printed and scanned and receiedan
uploading for the advertisement of the projects by Contracts Administration.
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